How to create an Access table
From a Text file:
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First, open Access, select
Blank database, click OK. —

Then, save the file with a name that is related to your Student
Data Download.

For example “Agua Fria High School Student Data”
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click on File in the upper left corner

then [HEHIEHN Get External Data.

then click on Import
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At the bottom of the screen:
click on the drop-down box “Files of type:”

highlight Text Files — You are telling Access that you will be
importing a text fileinto a new table.
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Find the text file you created containing the Student Data
Download you selected. This will be located in whatever folder
you saved it in.

Highlight your text file, and click on Import. <€
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When you click on Import, an Import Text Wizard will appear.
Select Delimited — this is comma-delimited file. This means that
commas separate each field. This allows the computer to sort
the information correctly.

Click on Next.
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Notice that you do not need to choose the delimiter that
separates your fields — Comma is already chosen. This is the
correct selection.

Click on First Row Contains Field Names. This checkbox tells
Access that the first row is not part of the data but are titles of
columns.

Click on Next.
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Click on In a New Table.

Click on Next.
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You can now either keep the field names that are provided, or
changethem to other field names —for example, you can change
StuFNme to FirstName, etc.

To change field names, click on each column and type the new
field name in the Field Name field.
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In the above example | have changed the field names to
FirstName, MI, LastName, School. Continue changing the field
names until all are done. Remember, it is not necessary to
change the field names — but you can if you want to.
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There is one more thing to change in one field so that Access
will format the field correctly. You must change the Data Type of
the Program Number (ProgNbr) from Double to Text.

Usethe scrolling arrows to scroll over to the ProgNbr field, click
on the Data Type drop-down box and change this from Double to
Text. If youdo notdo this, Access will truncate all programs that
end in zeros (Access will truncate as 47.0100 to 47.01). Access
will not do this if the field is a text field. Select the column titled
ProgNbr. Click on the dropdown arrow next to Data Type. Select
Text.

When you are finished with your changes, click Next.
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At this point, select Let Access add Primary Key. Your records
in the table will be numbered starting at 1 through as many
records as there are in your download.

Click on
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In thelmportto Table box, give the table a meaningful name—as
in the above example—“CochiseStudentDownload”. This name
explains the contents of the data.

Click on Finish. €=
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Microsoft Access provides an informative message to tell you
that it has finished importing the text file into an Access table.

Click on [OJ4.
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Click on Open to see your new table.
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You can now view, sort, delete, and study your Student
Download Data.

You canrun queries on this data and create meaningful reports.

You can also email this entire database as an attachment to
others who may need to view this data.



